
UNDERSTANDING THE PPP LOAN FORGIVENESS 
APPLICATION



PPP LOAN FORGIVENESS WEBINAR

Some Housekeeping Items:

 All participants have been placed on mute.
 All registrants will receive a follow up e-mail with a link to the recorded 

webinar and any training documentation.
 Stay updated and register for upcoming webinars on our COVID-19 INFO 

Center here: https://ctrhcm.com/home/covid-19-information-center/
 This training is intended for educational and informational purposes. 

We hope that you learn a lot but the information should not be 
construed as legal or tax advice. 

 If you have any questions or want to request training, please e-mail 
training@ctrhcm.com

https://ctrhcm.com/home/covid-19-information-center/
mailto:training@ctrhcm.com


AGENDA

Key Clarifications and Insights from the PPP Loan 
Forgiveness Application

Walk Through the PPP Loan Application

How will CTR and iSolved help?



CLARIFICATION FOR COVERED PERIOD

Issue:  The 8 Week Covered Period was to begin on the date you 
received the loan proceeds.  

Clarification: Employer with a biweekly or more frequent payroll 
schedules may use an Alternative Payroll Period for calculating the 
Payroll Costs. This will start on the first day of the first pay period 
following loan disbursement and will continue for 8 weeks.  

Limitations:  

• If you choose to use the Alternative Covered Period, you must use 
this same period throughout the Loan Application

• You must still use the standard Covered Period to calculate the non-
payroll costs (rent, utilities, etc.)



CLARIFICATION FOR HANDLING YOUR FINAL PAY

Issue:  The Cares Act states that payroll costs paid and incurred during the 
8-Week covered period are eligible for forgiveness.  Employers’ last pay 
period of their 8-Week period extends beyond the 8-Week period.  How 
should we handle this final payroll?  

Clarification:  Payroll costs are considered paid the day paychecks are 
distributed (i.e. pay date).  Payroll costs are considered incurred on the day 
the employee’s pay is earned.  Payroll costs incurred but not paid during 
the last pay period of the 8-week covered period are eligible for 
forgiveness if paid on or before the next regular payroll date.  



CLARIFICATION ON INCLUSION OF NON-PAYROLL COSTS

Issue:  Employers have bills that were incurred during the 8-Week Period 
but are not due to be paid until after

Clarification:  Employers may include

 Nonpayroll costs paid during the Covered Period
 Nonpayroll costs incurred during the Covered Period but paid on or 

before the next regular billing cycle.    



REAL AND PERSONAL PROPERTY INCLUDED

Issue:  The CARES Act allowed borrowers to include Rent and Interest on 
Mortgage payments on “Property.”  What about personal property?

Clarification:  You may include Real and Personal Property for both rent 
and interest on mortgage payments 



CALCULATION OF FTES

Issue:  What exactly is an FTE?

Clarification:  The hours threshold for determining an FTE is 40 hours per week.  The 
SBA provides two options to calculate FTEs

FIRST METHOD

Jane: 40 per Week/40  = 1
Tom:  55 per Week/40= 1.375 (Capped at 1)
Sarah: 32 per Week/40-= 0.8
John: 17 per Week/40= 0.4

“SIMPLIFIED” METHOD

Jane: 40 per Week/40  = 1
Tom:  55 per Week/40= 1.375 (Capped at 1)
Sarah: 32 per Week/40-= 0.5
John: 17 per Week/40= 0.5

Note:  When comparing different periods you must use the same 
calculation method 



CALCULATION OF FTES

Issue:  What about employees who voluntarily resign during the 8-Week 
Covered Period?

Clarification:  Reductions due to the following scenarios will NOT reduce a 
borrower’s loan forgiveness:

 Any position for which the employer made a good faith written offer to 
rehire the employee during the Covered Period or Alternative Covered 
Period which was rejected by the employee (be sure it is in writing See 
FAQ 40)

 Any employee who was fired for cause, voluntarily resigned, or 
voluntarily requested and received a reduction in his or her hours 
during the Covered Period or Alternative Covered Period (Note: be sure 
to document)



SALARY/WAGE REDUCTION CALCULATIONS

Issue 1:  If I compare wages during the 8-Week Period to the 1 
Quarter of 2020, that is an “apples to oranges” comparison as there 
are more weeks in Quarter 1.  The result will be a wage reduction for 
most all employees.

Clarification: Employers may use an average annual salary or hourly 
wage to compare the 8-Week Covered or Alternative Covered Period 
to the Quarter 1 2020 Wages.    



UNDERSTANDING THE PPP LOAN APPLICATION 



UNDERSTANDING THE PPP LOAN APPLICATION 

You will need to submit: 

(1) PPP Loan Forgiveness Calculation Form and 
(2) PPP Schedule A



LOAN FORGIVENESS CALCULATION FORM

Presenter
Presentation Notes
COVER PAGE.  Use Schedule 1 and the Worksheets to arrive at your totals.



LOAN FORGIVENESS CALCULATION FORM



PPP Schedule A

Enter Totals from the 
PPP Schedule A 
Worksheets



WORKSHEETS



TABLE 1



SALARY/HOURLY WAGE REDUCTION

• This calculation is used to determine if each employee’s 
salary or hourly wage reduced by 25% as compared to Quarter 
1 2020

• This is only calculated for employees who were actually 
employed during the Covered/Alternative Covered Period



SALARY/HOURLY WAGE REDUCTION

$52,000

$78,000

0.66
$78,000

$60,000

$52,000

$58,500
$6,500

$52,000 $1,000

Paid $8,000 during the covered Period ($8K/8 *52) 



FTE REDUCTION IN SAFE HARBOR

89

99

95

Presenter
Presentation Notes
The DOL does remind employers that, if the employee is seeking unpaid leave under the FMLA, those rules on documentation still apply.



PPP Schedule A

Enter Totals from the 
PPP Schedule A 
Worksheets

Calculate your FTES from the 
various Periods and chose 
lowest
• 2-15-19 to 6-30-2019
• 1-1-20 to 2-29-20
• Any consecutive 12 Week 

Period between 5-1-2019 
and 9-15-2019 (Seasonal 
Employer)



COLLECTING DATA FOR THE LOAN 
APPLICATION



DRAFT 1: CARES ACT PPP LOAN FORGIVENESS REPORT

• You must contact your support rep to add to your environment
• You must include with your request your Loan Disbursement Date
• You must add a weekly FTE Threshold of 40 hours, per the new rules
• DISCLAIMER: This report was released last Friday May 15th, prior to the PPP 

Loan Application Update. The report can be used to compile data, but it is 
missing some of the latest updates to the PPP Loan Application.  The updates 
will be in Phase 2 of the report with a scheduled release date of May 29, 2020



DRAFT 1: CARES ACT PPP LOAN FORGIVENESS REPORT

Employee Wage and FTE Detail

FTE Estimates for Relevant Periods

** Includes hours detail and FTE Calculations for the various FTE Calculation 
periods 

Presenter
Presentation Notes
Specifically, in FAQ #89, the DOL reminds potential employers that the definition of employment under the FFCRA is the broad definition from the Fair Labor Standards Act – whether the worker is economically dependent upon the entity for the opportunity to work.  The DOL states “An example of a domestic service worker who may be economically dependent on you is a nanny who cares for your children as a full-time job, follows your precise directions while working, and has no other clients.”  If a worker fits that definition, then you may be obligated to provide leave under the FFCRA.



PHASE 2: CARES ACT PPP LOAN FORGIVENESS REPORT

Some Highlights:

 Addition New Seasonal Period:  Option to include the 
new seasonal timeframe of a 12-week period between 5-
1-2019 through 9-15-2019 as a chosen reference 
period’

 Additional Tabs Available to Complete:

 Worksheet A, Table 1
 Worksheet A, Table 2
 Owner Employee Compensation
 Schedule A

Presenter
Presentation Notes
Specifically, in FAQ #89, the DOL reminds potential employers that the definition of employment under the FFCRA is the broad definition from the Fair Labor Standards Act – whether the worker is economically dependent upon the entity for the opportunity to work.  The DOL states “An example of a domestic service worker who may be economically dependent on you is a nanny who cares for your children as a full-time job, follows your precise directions while working, and has no other clients.”  If a worker fits that definition, then you may be obligated to provide leave under the FFCRA.



ADDITIONAL RESOURCES

Presenter
Presentation Notes
Specifically, in FAQ #89, the DOL reminds potential employers that the definition of employment under the FFCRA is the broad definition from the Fair Labor Standards Act – whether the worker is economically dependent upon the entity for the opportunity to work.  The DOL states “An example of a domestic service worker who may be economically dependent on you is a nanny who cares for your children as a full-time job, follows your precise directions while working, and has no other clients.”  If a worker fits that definition, then you may be obligated to provide leave under the FFCRA.



What Documentation Must You 
Submit and/or Retain?



What must you Submit with your App?

• PPP Loan Forgiveness Calculation Form

• PPP Schedule A

• Documentation verifying Payroll
• Bank account statement or third-party payroll service provider reports 

documenting cash compensation paid to employees
• Tax Forms for periods that overlap the Covered Period (941, State quarterly and 

unemployment tax filings)
• Payment receipts, cancelled checks or account statements documenting 

employer contributions to employee health insurance and retirement plans

• Documentation Verifying FTEs
• You must provide documentation showing the average FTEs for your relevant 

periods
• Didn’t specify what type of documentation but said it may include payroll tax 

filings reports, or that will be reported to the IRS-- we assume you my provide 
our FTE calculation reports as support



What must you Submit with your App?
• Non-Payroll

• Documents verifying the existence of the obligations 
prior to 2/15/2020

• Mortgage Interest- Copy of lender amortization 
schedule and receipts or cancelled checks verifying 
payments during Covered Period

• Rent/Lease Payments- Copy of lease agreement and 
receipts or cancelled checks verifying payment

• Utility Payments
• Invoices from February 2020
• Invoices paid during the Covered Period (receipts, 

cancelled checks, and account statements)



What You must Maintain

• PPP Schedule A Worksheet or its equivalent
• Documentation supporting the listing of each individual employee in PPP 

Schedule A Worksheets Table 1 and Table 2 including the “Salary/Hourly 
Wage reduction if necessary

• Documentation regarding job offers and refusals, firings for cause, 
voluntary resignations, and written requests by any employee for 
reductions in work schedule

• Documentation supporting the “FTE Reduction Safe Harbor”

Note: You must retain all records associated with your Loan Forgiveness 
Application for 6 Years after the date the loan is forgiven or repaid in full



Reach out to your CTR Support Representative or submit your question on our 
COVID-19 INFO PAGE to receive the answer to your most-pressing questions. 

MORE COVID-19 QUESTIONS?



From all of us at CTR
Stay SAFE from COVID-19

Stay SMART and INFORMED

Stay KIND and support one another

To download informative and supportive COVID-19 posters & signs for your 
employees, please visit the World Health Organization @ 
https://www.who.int/emergencies/diseases/novel-coronavirus-2019/advice-
for-public

https://www.who.int/emergencies/diseases/novel-coronavirus-2019/advice-for-public
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